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Processing Correspondence Requesting Outside Signatures

I. Purpose:
To provide instructions on how to process correspondence requesting outside
signatures.

II. Cautions and Hazards:
None.

III. Requirements:
None.

IV. Procedure:

A. Steps:
1. To route correspondence that requires an outside signature, perform

the following steps.

•  Log the correspondence into the OMS. (Be sure to fill in the
“Date Routed” section).  Refer to PRO(TWPPO)-029.000,
Logging Outgoing Correspondence in the OMS

2. Get appropriate signature within TWPPO.
3. File a copy of the correspondence in the “Outgoing” file tray (Note:

Do not file until you have appropriate signatures).
4. Hand-carry correspondence to outside organization(s) for

signature(s).
5. When you receive the signed correspondence, make appropriate

copies.

•  Copy to OMS

•  Copy to distribution

•  Copy to Originator
6. Send the original correspondence and attachment(s), if any, to the

addressee.

•  Refer to PRO(TWPPO)-00x.00y, Preparing Envelopes for
Domestic and International Mail
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V. References:
None.

VI. Attachments:
None.


